BAREMZEE LR (HPT)

VACANCY ANNOUNCEMENT

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
SEREE. XBEEBEER—LAR—CRBOFEXZHEFENT U,

http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/IN Forms.html

EELRES

Announcem;:t No. | A-21-015
VIELEERIY B

1% Cut Off Date 14 Apr 2021
SR —
Closing Date Open Until Filled
478

Date of Issue 24 Mar 2021

1. BEFE 4 Job title ( Z5#k Grade 1-3 / FBHFZE#K LD N/A )

Customer Services Clerk, IHA-373
(BEEY—EXR%R)

X =H%R

Administrative

O Heex O &R= - H%R O =&E#R
Trade & Service  Security & Fire Medical

SEAH
No. of
Recruitment

14

4. HEEFH Area of Consideration

X 3| MLC/IHA ¢ (8 (BBEXM)
Current MLC/IHA Employee within
Activity

X 3 MLC/IHA ¢ (£ B GEENEM)
Current MLC/IHA Employee in
commuting distance

X B MLCIHARRB(ETEHRE)
Current MLC/IHA Employee Japan
Wide

(X 41&B Off Base Applicant

2. ERFX Activity

Navy Exchange, Atsugi
Service Operation Department

#7515 RT Working Place: #&#m/EARER Ayase, Atsugi Base

3. EFE MRS Work Schedule (38 35 BFREHI hriwk )

£)7 B Work Days: 5 days/week (2 days off/week)

£h75EER - 4KE8: 7 hours/day between 0600-2030  Recess: 1 hour

[] % #) Night Shift X 7% % Overtime

[] H43& Business Travel

5. ERDE%E Type of
Employment

[ ] MLC

X HA

X Bl HPT
[] % FA Permanent

[] BR5E Limited Term
(NTE: )

6. BEFEMAZA Duties

Performs a limited number of representative Personalized Service functions such as gift wrapping, making keys,
taking orders for personalized stationery, wedding invitations, calling cards photo finishing, and engraving. Assists
customer in taking special orders for authorized merchandise. Handles requests for refunds and adjustments, and
refers unusual complaints to higher grade employee. Assists supervisor in the maintenance of pertinent records and
logs relating to the Personalized Services transactions handles, as well as keeping, in a current status, the catalogs and
price sheets of authorized items. Operates a cash register in accordance with established cash control procedure and is
responsible for own cash change fund. Prepares Daily Salesperson’s Cash Report. Exercises tact, good manners and
courtesy when serving and assisting customers. This is expressed by tactfully responding to patron inquiries and
assisting patrons in a prompt and friendly manner. Performs other related duties as assigned.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

7. EREH . BREH Qualification/Physical Requirements

- At least one year of general work experience, OR completion of 2- year junior college/2-year of technical
school or 4-year degree in any field.

- Knowledge of customer service field.

- Skill in operating Microsoft Office Suite (Word, Excel, etc.).

- Ability to speak, read and write English at average proficiency level (LD-2).

- Ability to prepare and maintain records to use cash registers, and make mathematical computation.

- Ability to speak and read effectively and courteously communicates with the public in English and Japanese.
- Ability to lift and move merchandise and related items.

Non-Japanese Applicants: Only those who possess non-restricted work permit (permanent resident, long-term
resident, spouse or child of a Japanese national, etc) in Japan will be eligible. Please attach copy of Residence Card
(both front and back sides) and Passport to your application.

- U. S. Citizens are not eligible for IHA employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

FEE 7 English Language Proficiency :
CJE % L None []#04k Basic XIH#% Intermediate []_E#& Advanced [145EX D #EF Exceptional

2P Educational Background : See block #7 | $e5%5E. & T 5T License/Certificate Required : See Block #7




8. 1249 % £ D Application and Associated Documents

*[X] 22 FE I 52 AR #R Application for Vacancy Announcement, HROY Form 1 (16 Apr 18) *1
*[] E PR 752 FEZE Resume of Specialized Work Experience (HROY Form) *2
*MDEE AL Complete * in [ HAEE T Japanese [X] #EET English [] &5 & T4 Either

EREERKEF, UFTOWRLELYSFHoO—KFLTTFELY,
http://www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html

X SREFEL - SEEAE - B TEED I E— (7 WMEHICEZE T 515E) Copy of license/certificate (if any in block 7 applies).
X EEDEEHN ZIIAT 5L DDE L Certificate of English Proficiency (Copy)

X 84 FIFZMF L., BEEDOERHEES -F/T- KR EEVRIEAEE (12cm x 23.5cm) <EEFERBEH>
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.) <For selection
notice >

X REBENEBXRBETHH L TCLSAIL. HEICETIEMR] ZTRROWRL LUFH O—RFLTTFEL,
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html

X BAREZUNDOAIE. EEZH—F (@@ KRU/NZ7KR— kd 3 E— For non-Japanese citizen applicants, copy of
Residence Card (both front and back) and Passport .

WEICET 5IBER
*1 ZEE IG5 AR Application for Vacancy Announcement, HROY Form 1 (& 2018 &£ 4 B 16 HRZEFEA L TTF LY,
Please submit Application for VVacancy Announcement, HROY Form 1 edited on 16 Apr 2018.

*2 BFIRSE TSR EE Resume of Specialized Work Experience, HROY Form (&, FRrEZX. EELHDEAB 2S5 HE
LTTFEULY,
Please refer Example on back side of Resume of Specialized Work Experience, HROY Form.

*[CERACTRENDEAERZELLTLGL., XEEHETHE. BARNOLEETREOMRELGYFEA,
Ineligible applicants or incomplete applications will not be referred for consideration.

*BEERVRCTEHIHIBFR IHETICRELAEN (KRKRESR) LBEDI L,
Please send application and attachments to office to submit address (Please see last page) by 1500 of the Cut Off/Closing date of
the announcement.

*RHESNEEEEREIERLLEEA,

Submitted applications will not be returned.

x MEEZLIRRIE., EBRECKYBUIYLLEIENHYET,
After 1%t Cut Off Date, announcement may close due to decision of selection.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

— ‘ _ _ FBLENR
& % -
L& 85 for Job Inquiries I 55 FA#R &R 5 Office to Mail For Official Use
Current USFJ Employee Current USFJ Employee PDNO:
MitXE etk WMEXRE RH% - NEX-04-010-PT
HAXRBEEREMAEL T252-1101 ##)IIR ™
CNRJ HRO ERAXBEEAREHM AEE HRO Box 12
DSN 264-3427 / 3624 | 3425 Ayase-Shi, Kanagawa-ken
B046-763- 3427 / 3624 | 3425 CNRJ HRO Box 12
T252-1101
Off Base Applicant Off Base Applicant
NESEE BMEEE - HERIGSE IR E
FHEEME ERE EER B T 252-0011 #4511 12 EEREIT MR A 1-46-1
Bk FHEEME R EERE EEE R
Zama Branch of Labor Management 1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Organization, Management Section 2 Zama Branch of Labor Management Organization
B046-251-0667 Management Section 2
T252-0011

HEHAHIERRERAKRE (HPT) BRIC DLW T
**HPT-Hourly Pay Temporary (HPT) Employment**

LR . 1FZBALGVER (ZOREHFENLIFLHD)

Duration of Employment: Not to exceed 1 year. (Subsequent appointment after a break in service may be effected.)
REEZ#, Commutation allowance will be paid.

BRI E0BMULDGEEIERRER - BERR - EEFSOMANRFE ITOoATUVET,

Employees whose weekly work hours are 20 hours or more must be covered by Employment Insurance, Health Insurance
and Pension plan.

BFEIGAT - DBEE - KBLGEE. XEBOMETERICLLAREELHYET,

Work place, hour, and rest day may be changed due to operational requirements.

PRIVACY ACT STATEMENT {BLAIERIFEEIZDLNT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

ER KEITHE S 10450,9397 ; BU BA - EAFROREICET 552 (FR1 SEEEERTES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forees, Japan and protection of human life, safety and
property, NOTE: Records will be securely maintained in either an electronic or paper form.

TE: NEOLd, B2, BEORELEBREOERBEORTEAME LT, EABREZLHET 54,

FRE  EREIEFER. b LJIEEICTREIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.

FIREM: FEMOERIDER. R CERGEANEREHRT 55,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further processing of administrative
actions.

FHREFR EANFROFRIMEETTH. BRINEREZRE LGN ST-GE, TORODFHREOHIT. B, HAHWNIFEELLIELHY
ij— o

Format revised. 2016-03-08



